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Tutorial 



 All requested information on the forms in this 

packet must be provided in full and typed or printed 

legibly (in dark ink).  

  

  If a section or blank is “Not Applicable” 

 please enter “N/A.” 
 

  If any of the forms in this packet are not 

 properly completed, the entire packet will be 

 held until all the required forms and 

 information are provided. This could 

 delay receipt of your benefits. 
 

  Please read and follow the applicable 

 instructions for each respective section to 

 ensure forms are completed correctly. 
 

  If you need assistance completing any of the       

 forms in this retirement packet, please feel free  

 to contact the TRS office.  
 

   Return all completed forms of the „Application 

 for Retirement Allowance‟ to TRS at least 30 

 days before your termination date. 



SECTION I 

MEMBER INFORMATION 

 Complete this section, providing up-to-

date personal information. TRS will 

update your records, if applicable. 
 

  

 

 

 

 

 
 

 Future changes to your home mailing 

address must be submitted to TRS, in 

writing, prior to the 15th of the month in 

which you wish the changes to be 

implemented. Always keep your home 

mailing address current with TRS so that 

you will receive important information and 

individual tax forms annually. Contact TRS 

for the necessary forms, or visit our web 

site at www.trs.mt.gov. 



SECTION II 

PURCHASE OR FORFEITURE OF 

SERVICE  
 If you are eligible to purchase additional years of service 

with TRS and have been provided the cost to do so, 

payment must be completed by the 15th of the month in 

which you retire. If payment is not completed, service will 

be credited to your account based on the payments 

received, and your monthly benefit will be adjusted 

retroactive to your retirement effective date. 
 

 If you are in the process or plan to purchase service, 

indicate your intention to complete the purchase of service 

prior to retirement. Please provide the type of service you 

are purchasing and initial to indicate your intentions. 
 

 If you have been provided with the cost, but would prefer 

not to purchase service, please provide the type of service 

you are forfeiting and initial to indicate your intentions. 
 

 In Jane Smith‟s case, she is not eligible to purchase 

service. This section has been marked as „Not Applicable‟ 

(N/A). 



SECTION III 

MID YEAR RETIREMENT 

 If your termination date is prior to the 
completion of your contract, or if you are 
terminating your employment during the 
fiscal year, complete this section. Contact 
your payroll office to obtain the appropriate 
information. 

 

 In this example, Jane Smith will terminate 
employment at the end of the fiscal year. 
Therefore, this section has been marked 
as N/A. 

 



SECTION IV 

TERMINATION PAY OPTIONS  

 If you are eligible to receive termination pay from 

your employer (a lump-sum payment as a result of 

terminating your employment for retirement), provide 

the estimated dollar amount and initial Option 1, 2, or 

3. A full description of the termination pay options is 

available on the TRS web site in the „Retirement 

Termination Pay‟ tutorial.  
 

 In this example, Jane Smith has termination pay in 

the amount of $5,000.00 and is electing to use the 

termination pay under Option 1, to increase her 

monthly benefit. 

 



SECTION V 

RETIREMENT BENEFIT 

ALLOWANCE  
 You may elect only one benefit allowance. To indicate your 

election, print and sign your name in the applicable box 
below. Your election will affect benefits paid throughout your 
lifetime, and possibly the lifetime of your joint annuitant. 
Once you meet the definition of a retired member under §19-
20-101(15), MCA, your benefit election is irrevocable. In the 
case of death, please contact TRS immediately. 

 

 In this example, Jane Smith is electing Option A for payment 
of her monthly retirement benefit, by printing and signing her 
name in the appropriate box. Under this option, her husband 
John will receive the same benefit upon her death, for his 
lifetime. In the event he precedes her in death, her benefit 
will return to the Normal Form. 

 



SECTION V 

RETIREMENT BENEFIT 

ALLOWANCE, Cont.    
 

If you are married, your spouse‟s signature requires 

notary verification. Your spouse must print and sign in 

the designated space to acknowledge that he/she 

understands the benefit option you have elected. 

 

In this example, John Smith has printed and signed 

his name, with his signature notarized, 

acknowledging he understands the terms of the 

benefit option Jane elected. 



  

SECTION VI 

BENEFICIARY/JOINT ANNUITANT 

DESIGNATION  
If you elect the Normal Form or either 10- or 20-Year 
Certain & Life Benefit on page 2, you may designate more 
than one primary and/or contingent beneficiary.  
 

If you elect Option A, B, or C, only one individual may be 
designated as your joint annuitant. If the joint annuitant at 
the time of your retirement precedes you in death and you 
elected Option A, B, or C, the retirement allowance will 
return to the full Normal Form amount and will include any 
increases that have been granted. 
 

In this example, Jane Smith elected benefit allowance 
Option A, naming her husband, John Smith, as the joint 
annuitant. If she elected the Normal Form or Either 10- or 
20-Year Certain & Life, she would have had the option to 
name multiple beneficiaries, and would have completed 
the first portion of this section. 



SECTION VII 

CERTIFICATION OF FORMS 

SUBMITTED 

  
 

  

The items listed must be submitted to TRS to 

complete the retirement application process.  

Please initial beside each item you are submitting 

to TRS to confirm the appropriate retirement 

paperwork has been provided. 
 

In this example, Jane Smith has initialed that all 

forms are complete and that she has included the 

additional documents needed to complete her 

retirement application packet. 



SECTION VIII 

ELIGIBILITY TO RECEIVE 

RETIRMENT BENEFITS 

  

You are eligible to retire the first of the month following your 

termination date. You must have terminated all employment 

covered under TRS, including summer employment and 

employment in a leave-without-pay status, before you are 

eligible to receive retirement benefits.   
 

In this section, Jane Smith confirms her intention to terminate 

her employment on June 30, 2011.  She has signed and dated 

the form and had her signature notarized. 



ADDITIONAL BENEFIT 

INFORMATION 
  

The initial benefit you receive will be an 

estimated amount pending receipt of final 

salary and termination pay information from 

your employer. When the final information is 

received, a comparison will be made between 

the salary, service credit, and termination pay 

used in the initial calculation of benefits and the 

amounts actually reported. Should there be a 

discrepancy, your benefit will be adjusted 

retroactive to your effective retirement date.  

The final audit of your account could take up to 

six months following your effective retirement 

date. 
 

Retirement benefits are payable on the last 

business day of each month. However, these 

benefits are mailed, or electronically deposited, 

on the last business day of that month. 



FEDERAL AND MONTANA 

STATE  

TAX WITHHOLDING 

 The majority of your monthly retirement benefit will 

be subject to federal income tax withholding. TRS 

offers the withholding of federal income tax. The 

method that you elect for paying your federal 

income tax liability is strictly a personal decision. 

Any decisions regarding withholding must be made 

by you and/or your tax consultant. We strongly 

recommend you seek professional advice. 
 

 TRS also offers the withholding of Montana state 

income tax. TRS  cannot withhold state income 

taxes on your behalf for any state other than 

Montana. 
 

 Montana state income tax may be withheld by 

submitting a Montana State Withholding Certificate. 

You may change your withholding option at any 

time by submitting a new Montana State 

Withholding Certificate to TRS. 



FEDERAL WITHHOLDING FORM 

 You may choose whether or not to have federal 
income tax withheld from your monthly TRS benefit 
by submitting a Form W-4P.  

 

 You can change your federal withholding preference 
at any time by submitting a new Form W-4P to TRS. 

 

 In this example, Jane Smith is electing to have 
federal taxes withheld, using a „Married‟ status with 
one allowance. Her allowance will remain in effect 
until she changes her preference. 

 



MONTANA STATE  

WITHHOLDING CERTIFICATE 

 In this example, Jane Smith is electing to have Montana 

State taxes withheld, using a „Married‟ status with one 

allowance. In addition, she is electing to have an additional 

$50.00 per month withheld. Her allowance will remain in 

effect until she changes her preference. 

 



APPLICATION FOR  

ELECTRONIC DEPOSIT 

 Monthly benefits are mailed on the last business day 

of each month. TRS offers you the convenience of 

electronically depositing your monthly benefit. If you 

opt for this, your benefit will be electronically 

deposited into your bank account and posted on the 

last business day of each month. 
 

 To implement a change in electronic deposit, a new 

form must be completed, or adequate written 

documentation must be submitted to TRS to affect a 

change. A new „Application For Electronic Deposit‟ 

form can be obtained by visiting the TRS website. 
 

 The following example indicates Jane Smith elects to 

use the electronic method for receipt of her monthly 

retirement benefit. 

 



 



PRE-ARRANGED RE-EMPLOYMENT 

CERTIFICATION 

Under federal regulations (Treas. Reg. 1.401-1(a)(2)(i)) and 
TRS statute (§19-20-731, MCA), if a member has not attained 

“normal retirement age” and is re-employed with the same 

employer within 30 days from the member's effective date of 
retirement, or if the member has not attained “normal retirement 

age” and has a pre-arranged agreement for re-employment with 

the same employer in ANY CAPACITY, the member is 

considered to have continued in the status of an active member 

and not to have separated from service and is, therefore, 

ineligible for a retirement benefit. The IRS will treat a return to 

work even in a part-time Public Employee Retirement System 

(PERS) or TRS position the same as a return to full-time 

employment. 
 

“Normal Retirement Age” is defined as at least age 55 AND 

eligible for unreduced retirement benefit or, age 60 or greater 

with five or more years of creditable service. (TRS members are 

eligible for unreduced benefits at any age with creditable service 

in 25 years, but if less than age 55 then they would not be 

considered “Normal Retirement Age”.) For Example: 



PRE-ARRANGED RE-EMPLOYMENT 

CERTIFICATION, Cont. 

 If you have a pre-arranged agreement with the same employer and 

are eligible for a TRS retirement benefit because you have attained 

“normal retirement age”, then you are eligible for an unreduced TRS 

retirement benefit (no early retirement reduction factor will be 

applied), and you meet the definition of a “retired member.” A 

“retired member” is defined as a TRS member who has terminated 

all positions eligible to participate in the TRS, and who has received 

at least one monthly retirement benefit (see 19-20-101, MCA).  

 

 Under IRS regulations, if a member has not attained “normal 

retirement age”, there must be a bona fide separation from service 

before a retired member would be eligible to return to employment 

with the same employer. If there is not a bona fide separation from 

service, the member could be deemed ineligible for a retirement 

benefit, in which case, the benefit would be cancelled, or the benefit 

might be subject to an IRS 10% early distribution penalty tax.  

 

 If a retiring member does or does not have a pre-arranged 

agreement to return to work with the same employer, the IRS 

restrictions have no impact on the calculation of the TRS retirement 

benefit the member is still entitled to full benefits at any age with 

creditable service in 25 years or more. However, the regulations 

may impact a member‟s eligibility to receive a benefit or the taxation 

of benefits if there is a pre-arranged agreement to return to work for 

the same employer. 

 



PRE-ARRANGED RE-EMPLOYMENT 

CERTIFICATION, Cont. 

 If you have a pre-arranged agreement to return to work 

following retirement with your same employer, you must 

fully disclose, in writing, to TRS the details of that 

agreement. A pre-arranged agreement to return to work in 

any capacity, even service reportable to PERS, could 

result in voiding or suspension of the retirement benefit 

and/or incurring significant tax penalties. 
 

 The IRS can impose a significant tax penalty on your TRS 

benefits if you are under the age of 59 ½, retire, begin 

receiving a retirement benefit, and prior to termination you 

agreed to be re-employed by the employer from whom 

you retired. To avoid the penalty there must be a bona 

fide separation from service between you and your 

employer.  
 

 All retirees also have a duty now and in the future to 

disclose any employment in any capacity to TRS, in 

writing, within 30 days of the date of execution of an 

agreement for employment or the first date services are 

provided if no agreement is entered into. This  includes 

employment as an independent contractor with any 

employer that participates in TRS, or employment through 

a professional employer arrangement, an employee 

leasing arrangement, or a temporary service contractor. 

 



 



WITHHOLDING GROUP 

INSURANCE PREMIUMS FROM 

RETIREMENT BENEFITS 

 If you are eligible to participate in the group 

insurance plan through your employer, you may 

elect to have TRS withhold the monthly 

insurance premium from your retirement benefit. 

TRS will remit the insurance premium to your 

employer. You must contact your employer to 

request an „Authorization for Deduction of 

Health Insurance‟ form.  This form is also 

available on the TRS website. Your employer 

will manage your health insurance coverage. 

 

 TRS has no connection with group insurance 

plans, but offers the withholding of monthly 

insurance premiums as a service to you and 

your former employer. All questions concerning 

coverage must be addressed to your former 

employer. 

 



 



RETIREMENT TERMINATION PAY 

SECTION I – MEMBER 

INFORMATION 

 Complete the Member Information Section, providing your 

personal information and indicating your „Termination Pay 

Option‟ election of choice. Indicate if you have signed the 

„Termination Pay – Irrevocable Election Form‟ at least 90 

calendar days prior to your last pupil instruction day, pupil-

instruction-related day, or termination date. If the 

„Termination Pay – Irrevocable Election Form‟ has been 

properly executed using Termination Pay Option 1, the 

contributions due on termination pay will be remitted  to TRS 

as tax-deferred. 

 Forward the „Retirement Termination Pay‟ form to your 

payroll office. The form will be held until you have formally 

terminated your employment and your final wages have 

been paid. 

 



RETIREMENT TERMINATION PAY 

SECTION II – EMPLOYER 

CERTIFICATION 

 After your final pay has been processed your employer will 

complete the Employer Certification Section to confirm your 

„Termination Date,‟ „Termination Pay Amount,‟ and salary 

information. Your employer will also access the on-line 

„Retirement Termination Pay Calculator‟ to complete the 

termination pay Option 1 calculation and attach a copy of the 

calculation screen print to the reverse side of this form. 



PART-TIME EMPLOYMENT 
EARNINGS AFTER RETIREMENT  

 A “retired member” is defined as a TRS member 
who has terminated all positions eligible to 
participate in TRS, and who has received at least 
one monthly retirement benefit see §19-20-101, 
MCA). Under the statutes governing TRS, a retired 
member may be employed in a part-time position 
eligible to participate in TRS, including part-time 
positions with the university system, and earn, 
without loss of your retirement benefits, an amount 
not to exceed the greater of: (1) one-third (1/3) of 
your Average Final Compensation (AFC), plus 
annual increases equal to the increase in the 
Consumer Price Index; or (2) one-third (1/3) of the 
median AFC for members retired during the 
preceding fiscal year as determined by the TRS 
Board. These earnings are determined on a fiscal 
year basis, July 1 through June 30. 

 

 As a TRS retiree you are only limited in the amount 
you may earn if employed in a position that is 
eligible to participate in TRS or the University 
System‟s ORP. TRS retired payroll staff will 
determine the maximum amount you can earn 
without affecting your monthly benefit. Please 
contact the TRS office at 406 444-3185 or 406 444-
2441 to verify this information. 



INDEPENDENT CONTRACTORS 

An independent contractor is ineligible for 

membership in TRS. The TRS Board shall 

accept a certification from the Montana 

Department of Labor and Industry (DLI) as 

evidence of independent contractor status.  

The burden of proof is on the TRS 

employer. If the TRS retired member‟s 

status as an independent contractor is in 

question, they must become a member of 

TRS (see §19-20-302, MCA). 

 

For more information, please contact the 

DLI Independent Contractor Central Unit at 

406 444-9029. 



Thank you for taking the time to view the „Retirement 

Application Packet‟ tutorial. The information provided in this 

tutorial is for educational purposes only. It is intended to 

provide basic information about the services and benefits 

provided by the Montana Teachers‟ Retirement System 

under the laws and rules applicable as of the date of 

production. It is not intended to provide accurate, detailed 

calculations of any specific member‟s account or benefits. 

1500 East Sixth Avenue 

PO Box 200139 

Helena, MT  59620-0139 

1-866-600-4045 (Toll Free) 

          406-444-3134 


